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MEMORANDUM FOR: Chief, Personnel and Training Staff, OL
Chief, Procurement Management Staff, OL
Chief, Security Staff, OL
Chief, Logistics Services Division, OL
Chief, Printing Services Division, OL .
Chief, Procurement Division, OL -
Chief, Real Estate and Construction Division, OL-
Chief, Supply Division, OL

SUBJECT : Material for Presentation At the Winter Conference
of Deputy Directors

REFERENCE : Multiple Adse Memo dtd 4 Nov 74 fr DD/A, subject:
Reduction of Daily Operating Costs

1. The Deputy Director for Administration (DD/A) has requested
that we provide him with information which he wishes to present at
the winter DCI conference with Deputy Directors, Each of you has
already been involved in, or at least been aware of, our efforts in
the areas of cost reductions, anti-inflation measures, and the
development of costs of services which we perform for other com-
ponents. These are three of the topics which the DD/A will address
at the conference.

2. Costing information has been received from some of you as
a result of your reporting on that management objective, and we
shall have further and separate discussions regarding those costing
systems, Others have contributed data, on an ad hoc basis, in
connection with our cost reduction and anti-inflation programs.
The referent memorandum suggests some of the ways that costs can
be reduced. There are probably additional things being done,
planned, or suggested by your branches and sections which have
not been reported formally but which are directed toward the
reduction of operating costs and the conservation of inflated and
scarce commodities, For that reason, and to facilitate the
collection of information for the DD/A, you are requested to pre-
pare, in the following format, an up-to-date summary of your
successes or failures in implement1ng not only those suggasted
methods but any which you have developed yourselves.
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SUBJECT: Material for Presentation At the Winter Conference
of Deputy Directors

Problems and/or Suggested

Anti-inflation Measures Improvements

Paper conservation Not observed or accepted
(reuse of file folders, Agency-wide. Needs discipline
envelopes, etc.). from top management on down,

Cost Reduction Measures

[~
Non-replacement of certain Customer resistance &% sub-
stock items for which there stitutions. Hold the line
are similar styles and/or a and enforce discipline,
wide selection of colors.
Reduction in distribution Carefully select distribution

of copies of correspondence. to those with a known interest
. or need to know.

The sample measures and remarks above are illustrative only. You
are encouraged to list and comment on all of the measures you are
taking in the areas of cost reduction and conservation--even those
which you might not consider to be of great significance, In
addition, and where it is possible to do so, quantify the savings
realized through your implementation of the suggested savings
measures listed in paragraph 3 of the referent memorandum.

3, Your summaries should be submitted to the Plans and Pro-
grams Staff, OL, by close of business on 13 December 1974,

k]

78/ Fisheal 4 Bl07 X i

Michael J. Malanick
Director of Logistics
cc: EQ/OL
Distri u%ion:
dy- Each Addressee
1V - OL/PEPS 0Official
1 - OL Files

1 - D/L Chgﬁzy\jif.

OL/P§PS: (2 Dec 74)
L >
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4 NOV W/4

MEMCPANDUM FOR:  Dirvector of Conrunications
Director of Finmnce
Director of Joint Computcer Support
Director of logistics
Director of Madical Services
Divector of Personnel
Director of Security
Director of Training

.

SUBJECT :  Reduction of Daily Operating Costs

1. In the Divector's August Financial Cuidance Pmmo*ﬂﬂr’uw,
this Directorate was given the task of instituting a multi-faceted
program to help fisht inflation and reduce u.:uly cperating costs
within the DD/A and also on an Agency -«':Ick basis. Wnile the "deuble
digit'" inflation rate which bas pl.».gL. 4 us this year is cupacted to
slow som2 in 1975, prices are still expescted to rise at a high rate --
we will continue to pay more just to maintain the status quo.

2. Tn the last vear ws have taken several steps to reduce COsts
wh‘ile at the same time main:aining acceptable Jevels of servi "m the
Agenc Some of these reductions “have come about as a result o*" GE:
campaigns others we have instituted on cur own. They includs & re-
duction of resource reolated iters (less hzat 'Lnl air cmd Clening,
encouraging carpcols), a carpaign to conssrve pap r (Freddic Fruval),
displays and posters identifying supply item costs, end elinina

of items of supply which had slow-moving volme, had cheeper substitutes,
or could be limited in colors and style to reduce usage (yellow wlined
pads at $1.17 ea versus '»:}:“tp vnlined pads at .9.2-, eo., for example).

v
Future plans mcfuda testiny of a plastic envelops which con b reused
15-25 times end establishmezat of stricter criteria for gpproval of
opving machines.

3. What is geadod now is a re-examination of cur cfforts 1o
detexmine if we have, truly. ;g;nygg&gu all {ne bases. 1 believe thare

is the poﬁeﬂtm? {for veal additional kfz;....ng»s. Thot is muaded fivst
and foremost is encouragement end parcicipation on the purt of each
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and every manager. low else are enmloyees swp005°u to get the
message that we are involved in more than paying lip SeTViCC to
this task? As a beginning, I am suggesting that we re-examine

our management practices to encourage, by direction and exsw mple,
changes in day-to-day activity which will lead to operating savings.
Some items which come to mind immediately are:

a. use speed letters for intra-office correspondence;

encourage and accept pen and ink changes for minor
errors on correspondence;

c. 1limit attachments on multi-addressee correspondence
to only those who need the attachment;

d. identify and take steps to stop receipt of excess
copies of correspondence and reports;

e. substitute cross reference log sheets in subject
files in lieu of creating and filing extra copies
of correspondence and reports;

f. require more quanLitative comments about cost
consciousness on fitness reports to emphasize
management concern;

S -rl-(— AL vamated
dT STars LU LE £S5
~

g. arrange for pericdic briefing
by members of ISAS and the Office of lLogistics on
high-cost supplies and services and alternatives

available.

4. If we are to reduce opsrating.costs it_is gssential that
it be dealt with as a CO@Q@Q@_{Q;QQESlhiliLy. I believe that there
TS many areas of pe potential day-to-day savings other than those I
have sucgestcd above. Each compcnent qhoan develop an ooezatln“

cost savings program and monitor the rasults. To cvaluate the

Teport on its program WMULQV financial meeting and p?’{‘lodl—
ally Lnerﬂafter.
T

elffectiveness of our efforts, each Office should be prepared to

sl wohn £ . Blake

John F, Blake
Deputy Director
for
Administration
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MEMORANDUM FOR: Chief, Personnel and Training Staff, OL
Chief, Procurement Management Staff, OL
Chief, Security Staff, OL
Chief, Logistics Services Division, OL
Chief, Printing and Photography Division, OL
Chief, Procurement Division, OL
Chief, Real Estate and Construction Division, OL
Chief, Supply Division, OL

SUBJECT
REFERENCES

Fighting Inflation and Reducing Daily Operating Costs

(a) Multiple Adse Memo dtd 6 Dec 74 fr D/L, subj:
“Material for Presentation at the Winter Conference
of Deputy Directors

(b) Multiple Adse Memo dtd 28 Feb 75 fr DCI, same subj

1. Reference (a) requested you to 1ist and comment on all of the
measures you are taking in the areas of cost reduction and inflation fighting.
Mr. Colby, in reference (b), requested that he be advised quarterly of the g
results of our efforts in this program so that he can prepare a quantified |
report to the President, ‘ f

2. By close of business 30 June, please forward your April throuah
June quarterly report to Plans and Programs Staff in the format suggested in
reference {(a). The key word, of course, is “"quantified.” Wherever it 1s
possible to do so, dollar savings resulting from your anti-inflation and
cost-reduction measures should be stated so that we can make a meaninaful
contribution to Mr. Colby's report to the President. Items included in
your previous submissions, as well as any new measures which you have adopted,
should be reported upon,

‘/!, i ~nae [ . ;

/07 Hinkogy g, mialanick !
Michael J. Malanick

Director of Logistics

Distribution:
0 - C/P&TS/0L
1 - Ea Other Adse
- OL/P&PS (Official)

- OL Files |

1 - D/L Chrono g
M(X{ |

OL/P&PS:| [ (11 Jun 75) i
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